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FLeaTS

FLeaTS consists of several components including:

Client Relationship Management (CRM)
Commission management and financial forecasting
Sales and lead management and tracking

Loan matching and comparison software

NCCP and other forms

Electronic Lodgement

S e e

This manual is designed to provide you with an overview of the workings of the
software and a guide as to how to get the best out of it. FLeaTsS, if used to its
maximum will provide you with tools that will help you to improve your business.

Installing FLeaTS

Once you have been provided with your user ID and password you can install FLeaTS
onto your computer. There is no limit to the number of computers you can install the
system on; however, if using multiple computers you will need to ensure that you
‘Exchange’ your data both before leaving one computer and again before starting
work on another.

You can install the system from the following website:

http://www.echoice.com.au/fleats

Full instructions for the installation are contained on the web page.
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Where to get help

A complete manual for both FLeaTS is available for download from the Firstfolio
website at:

http://www.firstfolio.com.au/aggregation/aggregation/firstfolio-one/system/

Additional assistance is available from:

For help with system use:

e Email: fleats.support@firstfolio.com.au
e Broker Help Line: 1300 883480

-
e System “Bug Button” from within FLeaTS
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Logging on and changing your password

B rLeal5s

( )FIrsTroLIO

BankWest 40
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i sswords are
anged by

Eﬂcking here

instructed.

Note: If you are working offline you need to click the | Workoffine | pytton
instead of the Exchange button.

Tip: 3 unsuccessful attempts to log in will cause your access to be frozen. If this
occurs you need to contact your administrator to unlock your account.
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When logging on at a clients home it is preferable to also enter that customer’s lead
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entire client listing. The only customer displayed will be the one you have selected.
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Once logged on, a dialog box will be displayed showing a history of the most recent
Exchanges. Additionally, this dialog box will provide an alert if any Comparison
Rate Schedules have been updated.

Click the Close button to exit the Dialog box.
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Creating a new client

A[FleaTs

( )JFIrsTFoUD’

ree ] - e 2 geml ] Enter correct lead source
and if a referrer deal enter the

Click to add

Loa~ Iype | electloan toe ferted Arens lmner

membership number (same
numbering as in the old
system).

i Anuy in
cTmESC “mmert Ustels
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Lo S, | LTe0 A Tler - Sl ~iatarral =

3. Commiss structure-and.. >
splits showt e...Please
ensure that commission

2. Enter appropriate lead state.
Note: If loan has already
settled select “Settled by
lender” to claim commission.

correct. If these appear to be
incorrect you should contact
Firstfolio Commissions Dept.

Simply enter the information as per the fields then click Create New Lead and then
Exchange. You can then start working on the new lead.

Tip 1: You can also create a new lead from a “Lead Prospect”. This will be dealt
with under the section for Calculators and Loan Matching.

Tip 2: Selecting “Referred (Associate) or Direct Writer under Lead Source will reveal
the correct commission structure for that deal.

Tip 3: You can select non-home loan products such as deposit bonds, insurance etc
from the Product Type drop down menu.
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Creating a new record for a returning client

When an existing client returns for another loan you can create a new record from the
previously settled one.

-

1. Click on the EEZ# icon to access the Settled and dead lead archives then enter the
appropriate search information to locate the client’s record. This can be name,
tracking ID etc.

2. Highlight the appropriate client’s record

3. Click on the icon in the left margin (not the one at the top of the page)

4. This will take you to the same client set-up screen and all information will be
copied from the previous record.

5. Ensure that you amend any changes if necessary.
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Your client list
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Note: The 2" column of icons is only visible when you place your curser in the first column.

This is the main screen and contains a listing of all your active clients and their
current status.

Opening, editing and updating a client record

Select your client from the list and double click to open the record.

Tip 1: Holding your curser over an icon will open a box explaining what the icon is
for.

Tip 2: To copy and paste to or from any part of the system use the following key
strokes:

Copy — Ctrl C
Paste — Ctrl V
Cut - Ctrl X

Tip 3: If you are doing a split loan for a client remember to create the split lead in
FLeaTS. See item 7 below.
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3. Click here
- for complete
lead history:

() FrsTravLics

documents you’ve verified
(see section on NCCP),

Y lender details or to view
= | Ulthon eadatobe [ non Tadie K history.

Irad State  Commest

<Indl set > emzi@®enal comoe frangser
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7. Create Split lead it 2o e o - 8- All past comments
listed here. Double

click to expand.

e Aaa g annmoats - e, AUn| el ppkenat

Eamlhuul ey / /

/ I yd -
1. Select a 2. Select 4. Enter the 5. Save &
new lead the next next action Exit to
status activity date Lead List

Tip: You should exchange your updates as often as possible to avoid accidental loss

of work. To exchange click the B icon. This will save your work to your own
computer plus the main server. At the same time, your system will be updated with
any changes on the server.

Creating a split lead

[=]

i

Click on the ka&all icon as per item 7 above and enter the required information
regarding the loan split. You will not need to re-enter customer information.

Remember to adjust your loan amounts so all splits add up to the total loan.

Editing Client contact details

Open the client record from the Client List and click the EeeMicon. This will take
you to the Edit screen.

V0508201 1DH Page 10 © Firstfolio Limited



FLeaTS User Manual

0eae

Sl Bavim, Cogpe e
LandLt i et

- e e
] Jnikie:

Click to add a
additional
- applicants
v, v Time hane —
Weawe s e i HENTHE F 13001 A5 55 Mk Fiatii=1111
i [ LI e——

“arter At Cemngr [T makag ampegn

#dd Aralkar spplsart |

Cithar Natailz Enter pOSt
Dot Sollemen| A — < PostSettlemd S@Iﬂement addI‘CSS

s here or copy from
Current address.
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Note: Some fields may be greyed out meaning that you cannot edit them via this
process. Changes of this nature need to be made by an administrator. Contact your
relevant support officer for assistance in these matters.

Adding additional contacts to a client’s record

You can add additional contact details to a client’s record to enable emails to be sent
to other related parties such as solicitor, spouse etc. This record also contains all other
contact details.

Click the KEE=3 button on the main client list screen then click the

Creste new Contact | yyton on the next screen.
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- n
= ) iy
| ik Lead Cortacts for Mr Acam Jones

Hane Aesrtia Ty EReT Fax (I S LR ke T SimayTan

Click to create a
new contact. Enter

.

. contact from the list
then click to edit.
Save and exchange
when done.

Iz

When sending emails to the client you can now select additional recipients by ticking
the boxes to the left of the FLeaTS email screen.

Select email Recipiertrs) 1%
Lead Contacts
¥ John Lender - Applicant

| Mary Salicitor - Saolicitor st Mary and Co

To access additional contacts information open the client record from the client list

and click the K&&S# icon. Select the contact and double click to open the details.

Receiving a company generated lead

If you are receiving leads from Firstfolio or eChoice these will be automatically
placed into your client database. You will receive an alert via email and/or SMS.

To view the Lead Sheet open the client record from the client list and click the
icon.
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The Lead Sheet

Confidential to

: g Applicant: Mrs Cash Flow Confidert:
Tracking number: 6018365 sme S ee

Mr= Cash Flow - personal details

fpplication date:  hiaw 19 09 12:52 P aChoice discussion: hiy 19 09 01:05 Phd
Ernail: oo e e e e Fan:
Address: TBA, BRISBANE, OLD, 4000
Work: 00 0000 00000 Home: 55555555 Mobile: 0000 000 0000
Occupation: hEnagerial Yr= curr job: 5 years Dependerts: 0O
Credit history: Good fr= prew job: - Joint app?: Mo
Self-emp?: Mo Age bracket: Ok to record™: Yes
Loan Information
Property loc'n: QLOMO00SB. .. Orig loan amt: $F200000.0 Repay approach:
Property walue: F300,000.00 Loan to walue: 72.73% Irterest structure: Warnable
Froperty type: House/THouse/dpt  Rep to incorme: 0.00% Branch retwork:
Froperty use: Investment Property Extra security: F250,000.00 ATM/EFTFIOS:
Const/Ranow: Extra sec debt: F100,000.00 Intermet access: Important
Buyer status: Buying again Latest [oam amt: F200,000.00
Current loan: Loam reason: Raise cash
Refinance: Currernt rate: Current debt: .00
Income details
Prirnary bpp: Joint Sppe: Taotal :
Before Tas Monthly YWage Income: =,333.00 F0.00 223200
Before Tax Rental Income: F0.00 F0.00 .00
Eefore Tax §'s from Other Sources: Fo.00 Fo.00 Fo.00
Total : 233300 F0.00 F2,333.00
Monthly Loan Cormitrments [ine credit card): F0.00

Sales focus: Pre-Ready
Loan search status: | am readyfor e Choice to find the best loan for me
Property search status: | amin the process of looking for 3 property

Ppproval required: G0-90 days Cther Offers: Mo
Sales close: Campaign/Promotion:
Lead source: Demo & User Specific Source: Dermno User
Cornrments:

Pre-Ready Looking at purchasing an investment property . Wl need to borow the full purchase price plus
costs. Happy to use existing property as securty. Existing property held with AMZ. Best contact time
iz between 3 - Gpm oon the mobile.

V05082011 DH Page 13 © Firstfolio Limited



FLeaTS User Manual

Lead statuses
Lead Stats

102 leads in cache

Heeding Attention
_i Leads received
J Past next action date

By Lead State
Requesk review
Mew lead candidate
Lead received
Contack made
Appointment made
BAwaiting Customer Deci. ..
Mot ready ek (Customer)
Awmaiting documents
Pre-application submitted
Pre-application approved
Full application submitted
Full application approved
Settled by lender
Self built lead received
Mot ready yet (Long Te...
Pre-App Lapsed

Lead status usage

#

1
41

4
3
1
2
1
&
28

23

Ll S N T T B B |

The various lead statuses built into FLeaTS help
you to prioritise your activities and also provide
you with a meaningful overview of your portfolio.

The statistics, which are shown at the left side of
your client list, tell you how many active leads you
have in your database, how many are overdue for
action and a break-down summary of the various
lead statuses.

See Appendix 1 for a list of lead states and their
recommended usage.

You are able to sort your client list simply by
clicking on the top of the column you wish to sort
by.

Alternatively, you can create various views to suit
your requirements.

Using the pre-set lead states in the system helps to prioritise your clients as well as
your follow-up activities.

In the table below is a list of all lead states along with their suggested usage.

1 | Lead received

The initial lead state for a company generated lead. These should not
remain in this state beyond the initial contact. All new company
generated and issued leads should be contacted within two hours of
receipt.

2 Self
received

built

lead

This is the initial lead state for new clients that you set up in the system.

3 Contact made

“Contact made” should only be used as a transient state after “Lead
received”. It is expected that a lead will only remain in this state for up
to one week except in unusual circumstances. Examples of when to use
this state are: customer asks you to call back to make appointment,
customer says they’ll call you back etc.

V05082011 DH

Page 14

© Firstfolio Limited



FLeaTS User Manual

4 | Appointment made Expected next state after Lead received (allowing for 2. above) for
mobile HLMs and possible for phone HLMs. No lead should remain in
this state once an appointment (phone or mobile) has been held.

5 Awaiting customer | When a face-to-face or phone appointment has been held but client is

decision still in “decision mode”. Also applies to phone based leads when a
“sales discussion” has taken place.

6 | Not ready yet Only applies when a customer will not or cannot proceed for a period
greater than 60 days.

7 | Awaiting documents A loan application has been completed with the customer but we are
awaiting some or all supporting documents. For a phone appointment
the product and lender has been chosen but we are awaiting receipt of
the signed application and supporting documents. Leads will remain in
this state until the signed application and supporting documentation has
been received and submitted to the lender. Alternatively, the next states
would be:

e Not ready yet — customer has delayed or cannot proceed for
more than 60 days

e Lead dead — Customer has decided not to proceed. Full details
required in FLeaTS.

8 | Pre-application Self-explanatory. You should move all Pre-approvals into this state

submitted as soon as they are submitted.

9 | Pre-application Self-explanatory. You should move all Per-approvals into this state

approved as soon as they are conditionally approved.

10 | Full application | Self-explanatory. You should move all full-approvals into this state

submitted as soon as they are submitted.

11 | Full application | Self-explanatory. You should move all Full-approvals into this state

approved as soon as they are unconditionally approved.

12 | Settled Self-explanatory. Please move all settled loans into this state as soon
as you have confirmed that settlement has occurred. Also, please
ensure that you have the loan amount entered correctly as these
activities will help to ensure that commissions are paid correctly
and on time.

13 | Lead dead Self-explanatory. All leads to be made Dead must be moved to Inactive

Lead Candidate for RM action/approval.

Create a custom view

Creating a custom view allows you to select the information you like to see. It may
be that you prefer to group one or more lead statuses into one view or you might
prefer to change the information you see in the client list.

Change view settings

To create your custom view, click on the Change view settings button.
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i Set Lead list view

Lead Lisk Wisw

Wigny Mame: If:urrent|

Change the view namea to creata a new view

P Set as default viewy

I' Fleats Classic View

Dtk Lime Colar |

This view iz for lead states:

This button
enables you to
select the lead
statuses that
will be shown
in this view.

Light Lirie Calar | s

[ wiew applies to all lead states

Appointrent rmade
Ainaiting Customer Decision
dimaiting documents
i“ontack made

AddiRemove lead states

You need to
give the view a

-'J name and then —

I you can Save

the view.
Wiew leacs of procuct type: |&II product types j
Wigseahle Fislds
Lead Update status
dpplicant narme (horrower)
Lead's tracking id
Loan amount )
Currert lead state - enables you to
Mext ackion §elect thﬁ?
Mext ackion date mforma‘qon that
Lead priority you see in the
Id client list.
AddRemove fields

Order By: [Mext action date

4

= | lescending =)

Al leads | When you have created your preferred views they can
— be selected by clicking on the appropriate button.
SHisSOhE | These are located at the bottom left of the Client List.
MRY/Prefpp approved |
Current |
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Sending an email from FLeaT$S

FLeaTS has the ability to send emails, either to individual clients or to a group of
clients. The advantage of emailing from FLeaTS is that all your outbound emails are
recorded in the client history.

Note: FLeaTS cannot receive emails. Replies to your FLeaTS emails will go to your
normal email address and can the copied and pasted into FLeaTS.

Sending an email to a single client

You can highlight the client in the client list or open the client record and then click

e Adan Joncs
1 dmen e W L, 100, UL, UATT 941 10000, arakgemal comdaa )

3
HCSFANTEC S == Pz == =0 R
e, i il -5 \ |
g ) | Select your
Type your email here own
formatting
preferences

Create your own ‘styles’
including use of logos,
headers and personalised
signatures

v ST Ly, T e PR —

Diadete the amed Atk ool e

Jsar Stozd Toe 03 g 25

1. You do not need to type the salutation as this is already set up in the client record.
In the example above the salutation is “Hi Allan”. This can be overtyped if you
like. Similarly, your email signature is also pre-coded into the email.

2. If you have created multiple contacts for this client you can select which contacts
to send the email to by clicking the appropriate ones on the left side of the screen.

3. When you have finished the email click “Save for Exchange”. The email will not
be sent until next time you Exchange your data.

4. Attachments can be added to the email by clicking the Add Attachment button and
following the directions.

5. A copy of the email can be sent to your email Inbox by ticking the box next to the
Subject line.

6. If you need to exit the email prior to completing it you can save it by clicking
Save as Dratft.
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Sending an email to a group of clients

To send an email to multiple clients you highlight the clients in the client list and then
o

click the & icon. Clients are highlighted by clicking on the first one and then,

while holding down the Shift key use the down arrow until you have highlighted all

the clients to receive the email.
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e vipx S

BEOEB80
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e = ™ EREE ek

LesdSlals | %] Allleers ads

w6 tnets I ank -cad Zempame apehzant nanz o E-al Amoat _aanipaz Lead 5o MewtAcen  ewlAcon Tobe (v
= Fratfon Ml aprleamth 0TI rhl@en tem an ES e kot Avalti corLTeats ol vpdsant 15 Mar 3710, 17
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Vi by ke < || eiroce; Lol ¢y dwadiaToress Ll ' TS Y 1l apowazan aomted gL, U
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apat bare
] 232100 Tuc 02 /ug 29
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Click “Yes” to the Dialog box shown.
You can then follow the steps outlined for sending a single email.

Note: Each recipient will only see their own email address. No information about
other recipients is sent.
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Creating your own email style

You can create your own email style including headers, footers, advertising images
and logs, image based signatures etc.

You create your own look and feel you need to be in the normal email screen.

i@

CELL

s iy e
v -

OfrstroLio = 8 a8
- i 0 . = Imay bk oonh
; e T z:

oy

B

Tendlnt  Frodertt bt

N -
s |"-"=.1. L

e I
Tog b

Mr A/20 Affordability
25784 Shiwel, BRSIANE 1000, DLD, 5535 5SS5iH) 00 0333 000C3 W), 0623 000 200 abuna Tor Sl o (s
| bl el Jabe ol e wl oz
Uedo ~uire ket ppialion (e 6015356 12 senzscopysame || Er— ]
ot cpmilis] A |} et
(D 7 Uas|n 2T EEkIEE === SR
i sede -| e - Tert - o b Dk T
™~ M (13
Click “Set
Email
29
Template
et lempne — ~ Ve 17 o i, By 4 Tl s E Iy ol TSk s e T ) o T T
S e sl e = Towogel-ln s R I Eove 10" x| e Sl | Tz el
[T S—
I ¥ Sl Fif 03 2y 3

vkl B BB BB B B B R BB Bp==

Csit Vou- Cral Templetefz] i

selact your ezt | Genesa Templats = A tomalate has et acen setup for tis akas

raker JW00T1 Trahing)
Training liser - Meker Tesd Trainngh
Iroming Uacr - Broker (11100 |-anrg)

Preves

You can select a
different template for
each of your “aliases”
if you have more than
one FLeaTs profile or
you can set a General
Template for all.

Click “Create
Template”

Finiedi F Create Tt

Now follow the instructions in the CRM section entitled “Establishing your own
email style”.
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Creating standard email (content) templates

The FLeaTS email system enables you to create standard emails for marketing, client
follow-up etc.

4| FLeaTs

() FrsTrouo

Mr Frank Davis
Level 3, 633 Burke Rd, CAMBERWELL, 3124, VIC, 02 0000 0000(H), 02 0000 000D(W), 0420 D00 000(M), fd@mail.net au(emai

mmgn Frank Davis;

The next

e Subject: |Firstfolio Home loan Application (Ref 5013864) [¥] Send a copy to me

P

Email i E
_?et =.Soun::e= i | . .

IB I U s|x FISIS|EERIEEEEIOSE g
k B -
& _|E Sie - | Format - | Fort - | size - Ta- -
Store Creating an email template is as easy as typing the email in this box and then clicking the "Save this email as a template” button.

You will then see the dialogue box below which enables you to give the template a name and save it for future use.

Sareen i

|£| Save Template Email &J
s
P

Enter new name of the Standard Template
Sareen
TaPDF
Broker

: Standard Template you wish to update
Create a new Email Template

Save Cancel

= Select Template — - d Use Cir+Z to Undo, Cirl+Y to Redo, Ctri+X to cut, Cirl+C to co

Save this email as a Template

T

Delet
View My Templates

Instructions are in the image above.
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Sending a standard email

( yrrsTFou’
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S Mian o o Tasp s Tl I Bar Tar Exhanipe] T AL AT v
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Lers Smrin= i 03 Jg |

Click on the Select template drop down.
. Select your template
3. Click the arrow to bring up the selected email.

N —

Wiewy Wy Templates I

Save this email as a Template I

PEEEE

T Sl eempm g

8 Alun Alldakilily
25 15 =g, EASEACE 00U, UL, 5353 BE5SE L, U2 900U CCUUULT), DUUZ 200 LU, st 0 URRupsspun ol
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e d e (Rl S1ESRS] [ e o cupy bonm
- o
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1 Algn,

Jusl g caick e o se e vog e quong will U e calsbend o ducurer lion ege ced o conolele s oscbimizs o olsea hone sz

Docanzrialin Ava - &l A ST I lindn A s e, P e TS s, G 4 s 4 attnch=c-

S 18 el 654 Terr

Wizw iy Tamalztea

CRealol | Gy Udte the

At 1 2ot Mo =uiment
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To send the email, click the Save for exchange button. Remember, the email will not
be sent until you Exchange.

Tip: Standard emails can also be sent to multiple clients by following the instructions
under that heading.

Sending an appointment email

FLeaTS enables you to set an appointment date and time and send a confirming email
within the same action. The email will also ask that the client have the appropriate
paperwork available. These are auto selected based on the loan and client type,
however, documents not required can be deselected by un-ticking the box.

To create an appointment email, select the client from the client list or open the client

record and click the Esed icon from the left margin.

Pl -
orsroc 6 B @ @
T =

ETHEBANE 4000 2.0, £555 S£55(H), 00 0003 30002 W), 0320 000 30007H, Can=f'ardilostuapa-d.co=icmaly

| pane | [ ot |

<« Type any additional
comments here.

Select the
loan/client type.

Un-tick any
documentation not
required.

.

1. Click on the date field and then select date and time of the appointment.
2. Type the appointment location into the Location field.
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Reassigning a lead

If you are an administration person for a group of brokers you may have a need to
reassign leads to loan writers within your group.

To reassign a lead/client, highlight the client or open the client record and click on the

icon (located in the 2™ column of icons). This will open the reassignment
facility shown below.

=T TrAning I ENIEETY
irtr

b’ aoolcertrame: M & udalily
eadacdess  |TRARITRUF QLA
rand: <anallea Ignagada
e Hhun: INCEIWACY

L, Bl Tue 12 4. 201

1. Enter a comment in the “New comments” field.

Locate the loan writer by typing his/her name in the “Find broker” box. Options
will be limited to brokers within your own brokerage.

Click Apply

4. Exchange data.

(O8]

Deactivating a lead

When a client tells you they no longer want to proceed with you, you can deactivate

(or make Dead) the lead by clicking on the icon and completing the required

details in the next screen.

Note: Deactivated leads can be reactivated at any time.
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Reactivating a lead

e Lamba ke Pmub
Prospac: Prshals  amrafierm b AP
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e e click the search
_— 5 button.
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! g e . e
n' s anm e =4 Select the lead you wish to reactivate o
- e e s
e e e i
= . Reactivaie I3
3 then click on the B=m icon. The lead
T will then be placed back in your active
i client list.

. L

ﬁote: This area of FLeaTS also contains all you; settled loans.
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CRM

Importing your client database into FLeaT$S

If you have an existing client database that can be exported or converted to an Excel
.CSV file this can be imported into FLeaTS. In doing this you need to be careful not
to duplicate any records already in the FLeaTS system. If you have settled files for
which you are already being paid commissions via FLeaTS you should not import
these.

Lead Lorpany apprnt ame Click “Lead e Leer e Leac tite WA Dest Achanlste )
| 2 stk W 2 appheamith iy P AnTag deamerts Ll mophzant a4, 0 tuaN
ol 2ot

20k
Wrestotiomercdote 8 | S Frecfela Fr Sy Cnoper Upload” Lo P Pr= sk werwees i ARy T, T AN

: — - Nmidy o o
I i o I H i
E Upload Leads
n

B Fiw 2 Upued a..m,/' Gl Tl My E uba tik) Londs Cotdie
E 3. Click to 2. Get your / \ 1. Click ¢
download *broker ID. ’ lexto
show correct
template. lender

Lasr temtmd 10 R w I

* You may have more than one broker ID to accommodate more than one ‘business
type’. You should allocate the correct ID to each lead you are uploading to ensure
correct commission payment structures etc.

The download template

When you click on “Get Template” you’ll be asked to name and save the file. You
should ensure that you save it into a location that you can easily recall.

The template is a simple spreadsheet with columns from A through to AQ to
accommodate all FLeaTS fields. Not all are mandatory however. It is important that
you do not change the order of the columns nor the column headings as these are how
the system recognises where the data is to be held in FLeaTsS.
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EOF means “End of File” and there must be no blank rows
between the last record and this statement which must be the
last cell in column A. Note: The cell above may be blank as
long as there is data in the row.

Enter your client data in each row/column (either individually or by copying columns
in another spreadsheet and pasting into the appropriate column in the template taking
care that all rows line up correctly).

Note:

1. You will need to allocate a Lead State (Column AG) for each record. These are
entered as a numeric field. FLeaTS.support@firstfolio.com.au can assist with this
information.

2. Ensure you use the correct lender codes (where appropriate) for column X.

Finally, save and close the file.

_] i
IBEEIIEEB
=

:ﬂ
u.-]l!r Im)m rrednho. e
Upload Leads
P
o i o U] imes 3l Tonalzle NyEouka ul)  Lends Calie

Click to locate your
P temp]ate for Click to upload the
uploading. file into your
FLeaTS database.

Lasr temtmd 10 R w I
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Reports

The reports functionality allows brokers to run various pre-set reports on their
business. Additional reports will be added based on requests from brokers and

demand.
Reports Campaign
icon icon
( )ArsTroLg -
u REpCI’l Generation
e aukfor s sleded Lavd e Jemer . monlh e d proce o
F T — 1 Fabrng =6 S i e el pane
: Instructions
- for runnin
Select g
pesse e - each report.
required
Gene-ale s Fesod rep Ort
Select report
period.

Email campaigning

FLeaTsS enables brokers and brokerages to establish both ad-hoc and routine “set and
forget” email campaigns to their client databases. Campaigns can be established
using ‘triggers’ such as anniversary dates, fixed rate expiry dates etc. This means that
when a trigger occurs an email will be automatically sent to the client.

The system contains a number of pre-set email templates that can be used as is or
modified to suit your own requirements. Additionally, you can create your own
emails. Regardless of whether you use the template emails or create your own you
can also create your own ‘look and feel’ by adding your own email header, logos and
personalised email signature.

Creating a campaign with existing templates

Click the Campaigns icon to access campaign set-up.
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Enter number of days prior to (or
after) the trigger date that the email
is to be sent.

Cempayn tare

TrARC

ST AL G ater Fhed Rate Pk

Depending on the type of campaign
it may be appropriate to set a re-send
schedule.

Trelk Sonli 7 ey Tue

= Foem: ead A Addess

= Sert: Feur Rre e bt wn B e b eenlr
Taerr s Tl Pvee kot Jriahe)

dur Lampagn orhc Hasce oslect nzuzee)

wodenesen )| membzweer | 0 carsstemeh o All campaigns should be given a
Beaseiet r‘ R E e R = meaningful description

Click “Next” -

Establishing your own email style to proceed.

Here you can select a style for your emails for each campaign. Pre-formatted styles
range from basic email appearance (No Style) through to a range of header and footer
positions. Once you select your preferred style (below) you can then replace the
headers, footers and signatures with your own.

General style y

Click “Next”
@ 4 to proceed.

wyan mgle o

[iee Sl e A AT
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( )FrsTroug

Your Campaign Preview

¥our emad campaign wil

Auto Lead Attach

Camgaign Stans Click to change _ :
any icons- < . i

remaining period of your loan. These will include re-figing your lean
& boan to ravert to the current variable rate or possibly

™= cppiry of a fixed rate preserks a perfect opportunity to reas 5 your current loan to ensure
. that If will continue to meet your\peeds in the coming years. Whalst it was the loan that most
Clle tO I'eplace r needs when I assistedVyou [ do recagnise that peoples’ needs and priorities change
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ure that it remains as compebitive as it was when I
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Click to add or
remove any
attachments

your financial geals and, of course, T would
, relatives or workmates in any of my

Click to edit
the message

| appear in your email.
tents r message =.3. the icant's name,

=l Sourc= = & B2 B B Bow |
B J U | x

- A

Style ~ Fomat - | Fant - | Size -

Hi [[Applicani_First_Namell

perod for your home loan will expire in about six wee«s. This means that you will shortly -eceive a letter from
iriy e vaiivus oplivnes al ey offen T the rermginicy period of your loan. These will |r|LIuLle re- ﬁxlngul luarn al the currerl
the current variable rate or possibly restructuring the loan. I, Select Constant

Congratulations, the fixed r
[[Lead_Lendsar_Marme]] gapl
rates, allowing the loan to reve

The expiry of a fixed rate presents a pN\gect opportunity fo reassess youp Cgigs {0 & g fthat it Jninue to me:
years Whilstitwas the loan that most sWed your needs when| assistg- E-dlt text by SImply = pdz and prit
like totake this opportunity to remind you INg | remain avallaole to assif! Ov'e'rtyping' or- it may firnd hl

N remzins as competi]’ typlllg addltlonal
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= [ree review of current loanto ensure tha

» Assistance in arranging ar increase in yo
that well deserved Foliday.

» Arranging loans for the purchase of investment
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Broker_Work_Phone

r even if you simply wish to check that ycur current Inanl ; okt Pax

If you would like assistance with our range of financial senvices
free to call me on the number belcw or drop me an email.
d_Loan_App_Name
nd, of course, | would welcome the op:nortumtl “d Loan_Amount
ad_Product_Type

| look forward to once again assising you to achieve your financial goa
relatives or workmazes in any of my senvices.

Kind Regards,

[[Broker_Full_Mame]] Use the “C()py Data ead_Fixed_Rate_Expiry_Date
T Mabi 5 o £ad_Made_Dead_Da
[Broker_Mobile]] Field” for all mail merge s pre o vy Date
1ai — Recer
R, fields such as customer pre b

name, lender name etc.

* ead_Company_Address_Line_1
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SoneRa¥ bd ead_Company_Address_Postcode

_——— o = I sad_Company_Address_State -

Click Apply Changes;to,save your amendments.\ .~ [

I Select Cancel
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At this stage it is extremely important that you test your campaign ensuring that the
final product is exactly as you intend it to be and that there are no errors in the data
being picked up or in the text of the message.

Testing is done by selecting a live customer from your database and sending the email
to yourself as if to the customer.

Click here to
show list of
leads to test

So4rta e yen bR T 1 i
Seba | ayai St adam, adam (5021207)
[ e tess emed o spazz emaladdess: Affordabiity, Alan - BRISBANE (5013965)
Lisomse ma

Testvour Zzmpam Affordabiity, Alan - SRISHANE (5018368}

Androricos, Peter - VAUCLUSE Andronicos, Mary - VAUCLUSE (5015087)

Saly 2l My

The test will AR, S oA By ) | Select
automatically send the i client for
email to your own the test

amosn St

Bishopson, Lydla - WEST LAUNCESTON (3014075)

Band, Jm - SYDEY (S017628)

email address OR you
can enter a specific

address by ticking this Te—————
box. pp——r———

Castle, Castle (5033185}

Chamnt, Cusnt (S036850)

Lt Wiheus Sevrg

Db Wt 03 iy 30° 1

( )FIrSTEOUD ...ﬁ!@ggﬂ

r = = et iy
[ [y == S Adan el Praiet el BT emin
Iest ¥our Campnign

17e vl zevd ar e = your aurer: emai accress i+ th Tz selected eade’ detak,

B Sebke. gl poavich b bl wicn

ot s Suws wenl | ATTdbalih g, Sl 3FIREANF R0 135AR)
[l 3ere best 2na’ w3 spectfc emel sdorass:
Costerie Cral

Tt v v Carpeir

pulead actat / \ Fraskal 1 =)
CliCk tO \ ﬂ Suzzessfuly sart tas messacel ‘

begin the
test

Email immediately
N sent to your own
~ email address.

S

lbarei i B zonane
i Hag sy

R kA s pebekr e md Remar e e Eeker

Please ensure that you review the email you receive prior to activating the campaign.

When satisfied that the email is correct click the “Next” button.
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cr

Nemd v Praivh

|g

g

(=] P

o e

NAE ANt enaration Barametars

~y Select auto-generation on Customer Sources:
eectLavcut

p—— =~ —~ -~ Customer Sources: Al Customer Sources I
— \‘ Select auto-generation on Lead Product Types:
Lead Product Types: | Home Loan I
[ Select auto-generation on Funders: I
Funders: Al Funders.
You can I & The campagn wil only be attached to a lead after it s moved to a campagn applicable lead state and I
. is then exchanged.
eﬁther accept it ey v |
the pre-set | e ]
parameters or
tick this box
to amend
them.

Fail Wil il & iy

Click “Next”

£ ATy

( )FIrsTFoLID

ST Bl TEU LaeRt sl b bkl valed (2

- 4 LT e 2t e il gl ave b o ey are Dulaly sare e, ol e deleks e s,
B gty e el sl e e g e aovaled,
sl et el
! SN e
Aatc Lead Atad

Heart a1 20 701 L

You can now activate your campaign. Warning: Once activated the campaign will
automatically attach to all customers who meet the campaign criteria in the future.
The activation does not activate retrospectively.

Attaching your campaign to existing clients

As previously mentioned, creating and activating a campaign does not automatically
‘attach’ it to your current database retrospectively.

You can quickly and easily attach your entire database (or selected clients) to a
campaign via the reports facility as follows:
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Click on Reports from the top menu and select the report with the appropriate
customers for your campaign.

&) TLeaTs

( JFINSTFOLID

Refer to “Reports” in this sectlon for 1nstruct10ns on running the report.
T

ii

FLEaly

Click Select All or select
individually by clicking
on each one (holding the
Ctrl key for multiple
selections).

& AgE &y R, A M P A AL
S 3 & = = 4 £ . P

=3

AT

i+ Attach Campagn ;ﬁ‘

o o Select A Campaign You Wish to Attach I

I Select Your Campaign Type:
i Canpo Is |

Sebect Your Campaign
Select your campaign:

~ Flease Select — - Eresnen Campagn Test Campogn

< I
i
K 1
T i|:
£ % B Youhave 778 leads selected to attach a campain to. )

[ Attich Campaign To Leads ] 3. Select your

- campaign from the list
of your activated
campaigns. Remember
to preview and test.

_ 2. After selecting

| leads click on

255548 Bﬁ?nt 3
“Attach Campaign

2

W WXTL . o g W, B

=

Burier of Rews: T8

4. When you are sure
that everything is
correct click on Attach
Campaign to Leads.

Note: Your emails will now begin going out to clients as they meet the criteria.

Creating your own email campaign

The process for creating your own individual campaign is very similar to the above
instructions with the exception that you have to enter your own text.

To avoid repetition this section will deal with the differences only.

T

o Plea s

T Lo,
a Htart Your Lampaign
=]
s Lreate Lirai Uampacn

copy B Canpsn Campaign”

Click “Create Email

Troker Lz Sample Lapaan

cancel
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Refer to pages 27 and 28 as these processes are the same.

& MLe=TS — T A ol

LI LELLEEL
! @ O U
ur Camgsiign -

e
[ R i Ui

¢ etk vyl Do b a e

Click Edit
Message to
reveal the
message
input screen.

iy

Type your message here

using the “Copy Data Field”

button for any constants you | |
require in the message such { — |
as lender name, customer —— el ————
name for salutation etc.

Refer page 28.

Finally test and activate your campaign as previously described.

Ad-hoc campaigns

You can create ad-hoc campaigns for one-off or irregular events. Again the process is
very similar to the above instructions.

Firstly, create your email as described above and select “Ad-hoc (Generated from
report)” as your campaign trigger. Ensure that you test and then activate the
campaign.

Enter the Reports section as previously described and run the appropriate report.
Then:

1. Select the clients you wish to attach to the campaign (select all or select
individuals)

Click “Attach Campaign” from icons on left margin

Select the appropriate campaign

Preview and test the campaign

Then click “Attach Campaign to Leads”

Nk W
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Uploading documents into FLeaTS

FLeaTsS provides the ability to upload signed loan applications, NCCP and other
supporting documentation and store it against a client’s record. This means that you
can digitally store all client files in a safe and constantly backed up environment for
later retrieval.

TR, Avdranoms Select client you
|l el b ol dppearity chazz WlSh to store the
Wt sotenentene 1 j F.;lf.c:, [EEY - ;..;«. vy Al LU 8 ’
SRR B Lrsfekn HE s Uacpe- Archase SO 34 £
j:;;:;:::::m 3 | W ereie o et e Tt e F documents agalnSt‘ y
| M ek e Afferdabi by widh awafordssatcped s Aurshasz gobcabion nooroue ook omttie :
4 Frsfels M e Ancranks =0, Sratc.com.ad “wrchas
| M T Forel Fal E P
|l b rerga.. Mr e U EXTRES Archase
4 Arstons MY rdn O 0 R
B irefehs Frr s Aspeir MK Aurchase AeaTigUastoner Lecoor  Lalapo cart AT, L
Spportmertmace < | 1 Pl KY 4can Tes e sz Anatngecoments calzpaicrt 25 013300 1008
dwaitre Cusomar Ded. . L | ) Rl M TmiFungs o 200 E P Rl alion qyaime S Py 7-RRDI 06000
A 2| m i MY hd ppesrity S 3 .o s SN Arthmm aamigccacents AL U A
s sl | Festens M ST Atter by = vanateeIgaTh e e B st RAAppkten rewee  fppe-Relwar 3 302301000084
s | H irsam sdam Jaree WL e Eemal,com IR Aurchase Presodorzonappoved R foion
= | M e Fhilaza Jemieser 02580t 2m3 fageal oma Smox wcha: Rlppkatensemted ko sse
2| LS - - P Srlacn Rl mgielimsedumilled . N hiFisy
K et Cmmags 300X Archase ssecthec 3y lnce Lo fczen
" s SAEAIC 2 BoMER? W e RAarpicaten srmbd L b
M o Jamer Gz sl acor 3 EL . 2
B ang rad smih 5028202 ~aldna o Sz AT 2 o
R e e DI il Click “Document
Lrsfein KY raneCacs iEA fdme nese 5200 Fiichase o b )
| W et it AW izt cm Y store o7 e
B o Fhiiooa Jamesor s 2 sdiremal oma . 23
]
1l sprcuas
gz Mace
R o st 10 2

Reyuired Ducuimien Ls

_‘-q_ﬂ Nemmecnt Same Fie Mamr nakr Requested Arst Reaeherd | ask Renrhaed Iipetaked Ry 1 astiipdaknn Stams et
D
TuFh .

= Click “Add

—r .

s Required

Documents” to
o open the document
0 selection box.

T e s e e e T
=) Selet Requied Decumens = '
Select the Documents Fou Requre

Tax retum:
Buidars quotations
Samp statements

[Existing home loan statements

Ssil willinal iy 2k Bvan i Damimnr

7 add additional
Suned sl fokes Contract additions

signed teeds Anaiyss Form

I Contract of sale

et v Select documents
Snneﬂrnul.:-unn r.z:r"\::ws tO upload and/or

document types.

Canest 58 Me-Stardan Sesect fiose. Seweran

Click
CGOK”

V0508201 1DH Page 35 © Firstfolio Limited



FLeaTS User Manual

= ...H=‘_Hﬁﬁq
T Double click on
document you wish to
upload. File upload box

Saquirad Documants

L umient Hane il Kame dle HiequesLed rirsL Hevened . ey ud

will open.

T by < g 2021 hal - 0
s ces quaters b, = 20ga01 traaser | [FE— -0
i8+17 stabamers i, <2aqE0.l uu-hml W deuened = 0
Licszngheme kan star=nieats / ER— — e mm mm mm omy, m em mm mm mm =

/ E—— I |.ds] Upiouad T returns B = .
Tl 4 A Tt I Document For: | Apphcant Doaument - tecetsed = 0
1 ey
TS e e Pl regeanith = recchld -0
T, 2021 I Select 2 nem fle b uploads rwirkfid -0
Syl loer fopkialin Fum by < g 1 I e = Hdad - o
e P ad s o . B =
o e b, £ 2ag a1 / | o
5gaed Hesds Anayssl em H . il o ]
Click here to —
search for file to | . - |
upload from a
e - - - e E— -

your computer.

Lot w 1o 5w sal=ct Loaamerss

Stored documents can be viewed or printed by double clicking on the document from
the list and then clicking on the View Document button below. The document can
also be saved to your computer by clicking on the Export Document button.

4] Uplond Sigmed Loan Application Form .S

Documentfor. MpplontDooument |-
Prefix fle with -
Select.a new fie to upioack:
Fis

Cancel
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Searching for policy, forms and lender information

BloomSEARCH

BloomSEARCH is a search engine within FLeaTS that provides the ability to search
and download all lender documents, calculators, policy updates and loan information.
All lender changes are uploaded to BloomSEARCH within 24 hours of notification
(most with 4 hours).

In addition to new updates received, all historical information is retained and remains
available to view, save or print.

To access BloomSEARCH, click the icon from within FLeaTsS.

R - -
Oersreova (6 Qa i =
i R R R e M S A

yry Profct  au

Enter your search
terms here just like e

Google or any other l—:;'.lcr?rﬂ“s.lﬁql:.:l::\e_?:las .I'a::ejﬂ:s cllgneT, TElen, CecklisE, U5t Tvpe @ lencers
search engine.

Tips:

1. Do not make your search too narrow (e.g. 52 Hectares). Just “hectares” will give
better results as it is unlikely that any lender policy refers directly to 52 hectares.

2. Searching on say, ANZ, will give results on all matters relating to ANZ whereas
“discharge ANZ” will provide results relating to ANZ discharge policy,
procedures, forms etc.
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Example of a search on “ANZ”

)FIrSTFOLID
-
e CX bl Oom " .E !:
;‘::: M Shuk bEogures 1800 812 85 K sx o Lews Lpvales
s Simply click
on the item
you wish to
view to onen.
Ca o al W abis
Mo g
Po oy Melr <=5 o T
Mo oy Menaz -]
ANI Treak™ ::- les. Shee.
AT 20 by LIENE0 T AL Ir]
e -
Lit 4 3 v e | et ]

Semrch  Sewth Lender ke
Arive  Lmedlnt  Prodih  Acvedtaion

ANZ Broker Enquires 1800 812 785

wials Maornages Discrationary Pricing
Bigticy Matrie - Short Farm

Bigficy Manual

Print Options -

Click 1o sort tesults by Time

ANZ Evaryday

igh value loans - limited time

Source By

loans ongnated by you and witten by ANZ in sccordance
July 2011 inchusive

ANT's temparary additonal up front commissian rate structurs is as follows

+ Loans wih LVR <=75% and loan $ize >=33
existing Shps | bips); and

» Loans with LVR <=T&% and loan size >=3500K and <52M will receive an additional Sbps in addtion 1o existing
10 bps (total 15bps);

UK and <3500% will recoive an addtional Sbps in addton to

Accardingly, the total maximurm up-rant commission possible for loans originated by you and written by ANZ during
this pariod with ba 72 & bps

o Home Loans in a Company Name - LVR guidelines
ANZ  Ful doc Reviewsd: 26-02-2011  Source. Uipdale

Homa Loans in 8 Company Nama ane restricted to the following LVRS

» Existing ANT customers: 95
» Mew ANZ cussomers: 90% |

premium can be capitaksed up 1o & masimur
fl premiusm can be capitalisad up to @ maximum of

¢ Diractors where the Company must have
A retail lending product is
}. small business loan, credt card or

NB: The existing customer test ralates to
hekd & retail lending product for g
defined as a home or residential
overdrafl facility

stmant Ioan (including lines of cra

Exit 4 ¥ a Ny rescerce sles [ e

Note: All documents are date stamped. You can use your scroll bar to scroll through
all documents, select what you want and print or save.

V05082011 DH Page 38 © Firstfolio Limited



FLeaTS User Manual

Invoicing and financial

The system produces your invoice automatically based on loans that you have moved
into the “Settled” status. All information shown in the draft invoice is determined by
the information you have entered into the system including loan amounts, lender,
settlement date etc. Incorrect entry of any of any information could cause
inaccuracies in the Draft Invoice.

To access your RCTI and forecasting facilities click on the
sub-menu (which is self explanatory) appears.

fssidl icon. The following

Commissions Menu

Create a new lead or attach an existing lead to an unclaimed settlement.
You will need to provide the loan account number. Only use this if you have
not been paid commission for loans settled longer than two months ago.

Shows lpans zettled but not yet processed by accounts. Shows a draft of
your RCTI or Remittance Advice based on the information you have entered
into FLeaTs.

Available after payments have been made and includes full details of those
paymentz on a RCTI or Remittance advice.

Dizplays your expected income based on pending settlements you have in
your lead portfolio. It includes leads that have a settlement date in the
zelected period.

Shows payments that vou have received during the current and past
financial years. vear to date earnings shows loans in the period that they
TaxvearTa are settled (which will not be the pericd that you are paid).
Date Earmings
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Claiming your commissions

Note: If your client’s loan settled before claiming your commission please refer
to “Creating a new client” on page 7.

By changing an existing client status to “Settled by Lender” your lead is now in a
condition to enable payment of commissions. You don’t need to do anything else.

crrerzstate: Full

Enter Settlement date,
loan product and bank
“Settled loan account
number”’

+cductpe | —amalaza v Lesdovenbe Lo 3w

Iran == =06 o0 Snaner ot d T Hange se et

Lead bty | vanfed Svapaety | v Ttk | cagag |

La=ar|I1:3 Dank

“nk Pt Sabmbin T Ay e

3 Trs App Sepiny
—161 00 211 WL ¢ Fley LTS Izl Feth il

Mz FMay 11

NGB DIRECT

| URARE vErhsd -May-CUls - S0 Asproval venhed U1-ManE0 T - FUZI0U

Eabuillyd 2ua Hundy Sulled v Az Hewn Hanmsiz) 21 /gl

Changg: lead status e e
to Settled by
Lender-

La=c Staoe: Ta acolzabon aporcved -l Faesd delien | supporsFclwvag - xl A lin T -'47! h
=il wilvaal i 2 e Updstes 2nc Lot
P LT e Ve T a1 e A

Draft Invoice

Click in the icon from the Commissions sub-menu to show a draft of your
invoice (RCTI) based on the information you have entered into FLeaTS. Remember;
this is only a draft as the information has not been verified against settlement
information provided by the lenders.

Final Invoice

Click the icon from the Commissions sub-menu to show and print your Final
RCTI. This will reflect the amount you have been paid.
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Income forecast

You can forecast your income for future commission periods based on information

you have entered into the system. Click the B&&3 icon from the Commissions sub-
menu and then select the period you wish to forecast.

Past invoices

Past RCTlIs are available by clicking the st icon in the Commissions sub-menu.
Select the appropriate financial year and month to view and print the RCTIL.

Claiming exceptions

Click on the MM button in the Commissions sub-menu to view the Commission
Exceptions screen. Settled loans will only appear here if they have been entered into
FLeaTs incorrectly or have not been entered at all.

I@REDREERERAGED0
oo sl x| artie: o Rt Upima S

Towe 0 [Tl
L) : el Ahal ot Comtaai

=] Commission Claims
e LRI S e A Lerdues = Al 2 ymel Tiees. - | 2eond

b pngnate

Ve ila Aevive |t
o Lock
Loch
Shun-az i B
Shanow Luew E i
T

T Ty

Click on the loan =
you wish to claim |-
to highlight it.

Saduaidy Junk 0
Sdeade Jank | i
Zdeade Jank| rsizio;

Enter the Settled loan
Account Number
then click “Claim”.

—tugesss =rradLer FEEE
i E]

SeHiee nv dcrennt Hmnce

Lam ey

dnne T smuiltn That sndmrsied | Jazn Stor=d Tz 02w 301

By entering your originator name and ticking the “Find by originator” FLeaTS will,
where possible, find exceptions belonging to you.

Note: Your originator name is the ‘name’ by which each lender recognises you in
their system. This may be your name, your accreditation number or some other
variation. You will therefore most likely have several originator names — one for each
lender you have accreditation with.

V0508201 1DH Page 41 © Firstfolio Limited



FLeaTS User Manual

You only need to enter this information once as the system will record those details
for future use whenever you tick the Find by originator box.

Creating and maintaining lender accreditations

It is important to ensure that you have entered your lender accreditation details in the
system. FLeaTS uses this information to allow online lodgement via NextGen
ApplyOnline and also to establish which lenders it can display in the loan
qualification and matching software.

To add, amend or delete an accreditation click the E&Zd icon to take you to the

accreditations screen.

Adding an accreditation

AT wbmEDaE  seond S il
[y facess 1l

=== Sl Sl dale
Ay ot |namwmn
Fates ey [zzZman
Auccapted (R 1
accepted RS T
| Lecepisd (150362012
] (15
r T

Euls: Comy Cude

Zuber vl Jeoi ud‘y = nising)

A

= Correct code

== format for your
<o ]ender will be
= displayed here.
=+ All codes must
be entered in the
correct format.

~ | 2. Select Lender
and enter details
in appropriate
Editing and deleting lender accreditations fields.

Follow the same procedure as above after highlighting the lender you wish to edit or
delete and then clicking the appropriate button.
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Loan Comparison Software and
Product Information
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E o=

[T e
Jame

V05082011 DH Page 43 © Firstfolio Limited



FLeaTS User Manual

Product matrix
Basic information on all lender products is available from both the FLeaTS and Loan

Lender

Matching screens. From any FLeaTS screen click the M= icon. If you are in the

Loan Matching system click the = icon at the top left of the screen.

raThs _[=] =]
hr= Wa~y Mortgage (£01 260 ShowHLE Comverks | | Bit |

B Frme Lenders Basic Zraducts

Showe Products | Bazic > VI Lo Dioe Jrly r: Taneccry |Privie Lenders VI 23 | atesr Prorot | ara I ™ Do ful dowrloae

m
- Heri ] B | R | nosjomeer Wik
Proclazd Dasiz \’aﬁl:lc I clthach Diszourtesdd Faiable Jazc lom= Loan Dazic | cme Loan Mortgade Singlifier [lezi it
407
4 5 - =215 I coEiueinn
ITFra=1 Rale re 4 fF% 4 99% =5 SNk -onsructor = §1S e 5
4 4% - FL gen v 1z
Irv gen savings, 000k oe...
iR / £.03%  E300K_E0n
leC e e R Tick if you only |a o Click to
e}
pr O duCttype 6 327 Want tO see LOW * THF 30 A Cos, download
Doc products i iem Upds
Lende Legyal Fees =0 50z <3 IES au} o lateSt updates
Montay Tees
cf Losn Amor: Flal Free. % u” Luan Srmoun L. Flct Foce Flar
o aa 1 000 ErE Year1 - T 400 “ear
=¢FFaas CEIRIIER Fy | RAARE i . EE = ' Sear 2 - 8,050 “ear
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\,':::- = 125 Yzac 3 - 41,000 Meat 3-1% ez d - B350 Mear
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e 0% BO0%, - =§Z.5M, 4
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| L 3500 - 1% =~To00k 050 - =750k - 0% v, a0
= BF50K - 007 =00 L
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VA ewisting
e T HIL [V 1Rt HL =]
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Accessing the loan matching system from current record

Loan matching can be accessed from your client list by highlighting or opening a

client’s record and clicking the E&mad icon or by clicking the quick scenario icon as
shown below. When accessing via a client’s record you will be taken directly to the
details screen as shown below.

Fupulzly homFuor . Hy furme Toowl

=3 Applicant Nictails RE=LEY S i) -r,";_ =| _-.'ml {3E )

~ Click here to open for edit

Ongoing ¥orthly Kspenzes

Feranan | aans

h Walzenanc:
Ongng R

K Pependesar| ¢ :
ot Fmpny=t| 1o Pt P i __ Hon- | a3k Inc: - Ol

Agm| ¢ Famly reeetance ¥ s Sl M Credi, cand i | s10,007\ | -
THne: part i "t e bauranes: | o ClSamut] HEEEHH ek | Ho
Tiow e we ub. “ompany Ze=[ Hy

Feinel Slalu.

Aol 2 My T
5 it Mg | 3ood

farridDel Po poo 2

SallEmploy=d.| 1n Ferm Pesic-

Ap| Famly fuexlany: 3
Tme curr ot Sz med Inzurance:| i Caid Sopport:

Iime poev b cnepnny 2o | o

Click here to “unlock”
the screen and allow
e editing.

Whether accessing for an existing client or a new prospect the system works exactly
the same from this screen onwards. Refer to the next section for further details.

Accessing the loan matching system for a new prospect

Click the E&Z= icon to open the New Prospect page. This facility enables you to
create a ‘quick’ scenario without the need to create a whole client record. New client
records can be created from a scenario.
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{ JFrsTFoOLID’

Pealiretu Fut {-nyllin b Zhun d
i imnyllingy
otz v A3 Davzme herz Acdess shura _astunda
B Inhr. S 2 PRI ]
il hun o R i
Lok [ o sm ) o
Liw Vectze —ead T
a “tigel Hge eraHin “gsdsomeonessanle, ead
= Jshn Jhn = mary ead =
Hatuay e
= / ot =l o LU
=y / _=ad = waed from LUL
s Chucal (T eod zemed fom LT
e rad - fmmi A
7 Tl waed o DO,
/ _sad srwaed from LUL.
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— | Click to create a -
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This screen only comes up for new prospects

Sl onh Toow OF g 227

| £| Select a Loan Match Profile

==

Applicant 1: Click a profile to create new

scenario then click Open.

Applicant 2: /

Email Address:

-
\TT r \/} 3 [T W |1 w3 @
Blank profile Buying Again for Buying Again for First Home Buyer First Home Buyer Other 15_
Couple Single for Couple for Single =
A Wl i k
Select a default Applicant profile and click cpen l Open I l Cancel I
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Tip: Always ensure you enter a savings period (25) to ensure you get an accurate list
of qualified lenders.

1. | Select customer type 14. | Navigate forward or back

2. | Select property usage 15. | Add or subtract securities

3. | Loan Amount 16. | Add or subtract borrowers

4. | Refinance amount (if Refi.) 17. | *Select relationship type

5. | Cash out amount (if Refi.) 18. | Number of dependants

6. | Enter state where loan to be 19. | Self employed (yes or no)

7. | Ownership % 20. | Cust. age (for Reverse mortgage)

8. | Select security type 21. | “Time in current and previous job

9. | Select appropriate holding 22. | "Income (all types). Monthly

10. | Estimated value or contract price 23. | Enter all expenses

11. | State security located in 24. | Credit rating. Enables more info if
not “Good”.

12. | How is the security property used 25. | Savings period

13. | Add or subtract loans 26. | Enter available funds for purchase

* Some types require a set combination. I.e. Married/Defacto 1 requires another applicant Married/Defacto 2.
~ Required for servicing for some lender matches when loan is high LVR

# you can enter the annual figure and press F12 to convert to monthly

Qualify your client

Click the |=-F2r#ard. X button to progress to the client qualification screen.

[ Show Cost Scheduls [T Show Matched Lenders

You can elect to display a
schedule of costs and funds required only, lenders the client qualifies with or both by
checking one or both boxes. The system will default to both.

In the screen shot below you see the following:

1. Cost schedule detailing all appropriate state government and lender and mortgage
insurance costs. (Note: LMI is stated as an average of all qualifying lenders at this
time).

2. Finds required by the client to complete the purchase plus a warning if there is a
shortfall based on initial input.

3. Lenders with whom the scenario qualifies ordered from left to right on maximum
loan amount for that lender. Use the horizontal scroll bar to slide through lenders
out of view.

4. You can change the loans that appear by selecting various tick boxes at the bottom
of the screen. Usually the default view is sufficient.

5. You should note that other than determining maximum capacity for each lender no
loan matching or ranking has taken place at this time.

6. At this point you know that based on the information provided the scenario will
qualify with a number of lenders.
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Note the highlighted warning showing a funds shortfall. This will be shown if the
amount entered in the “Funds Available” field are less than the calculated funds
required.

Find the appropriate loan

Click the % button.

From the following page you can select the features that you and your client consider
the most appropriate for their circumstances.
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Select the pire;' err

loan type. You can
select more than ene

Lead Prospeact - null Nckurr be Leac Mrespoct List |

3 fpclicant lcan profarcness (40 Back

i -2l How many loans do
you want to display?

type' f —0an: Fa7S000 for Swnce Qooupicd | Showw icar produTs “or
wonsstomi I e
Basic _oar I

Srows Lendire ncstzgory / At this point always
[zrime 1 ereers =]

select the default —
Loy showe bost matched o-oduct for Lenders =
e Prime Lenders.

“xec rizcesi Mariod: |Pcase zelect 'I \

R MuLjsue,

Select the preferred
loan features

Etandardvar shle loan:
10 NGHIRE 1R (HAhvne iy inar

I imim

You can “force” a
lender in by clicking

0 Jngoing ta2s impa tant rirc best loans for ezch lender based on here and Selectlng the
122% cficctacccunt recui-ed”

(3 Destloan feature niekch fhegiest cost lender.
e ; ™ Hestrrstony
Recraw “aci ity recui-ed® Hul Lo 2
| Fan prshl Ry Impntan Ecled bos: zost based an

R A saio f2e irnp okl

—I'I'II'I

- i co i You can match on
3 aatly payaut par sy impa tant r savnotiichtnenoyrnte
s r € Medimtzmloan (10 vesrs) cost alone or features
€ Lon g lenin s “Full ")
Luw Gunurier 400 e ed I THEN cost
ZEElEl ged Ll pecy ved™ Ir3
Meplicantich qualifics for rtzenal L2 i Showy onlv the best hatched loan 2 oduct tor each | .
Frafessiorzl package is MOT recLied® |_ W Cveraerie quotalions crested ir hie sesgion COSt ranklng can be

done over short,
[ el vt sl Cpsar s prodasts iromulizn e kees medium and long

IR ST Oy prei o R e HnnF =
hazimar =

LuanTern®

term.
ke xfta ronthly 2ayments of;
Mwezeage cficet acccunt balarce will bo:
alz o Lurp sum aaymend of
/ \ L2 duser crinel

You can choose to show
only the highest rank
product from each lender
OR multiple products from
a lender if they outrank
other lenders’ products.

Manually enter
products from lenders
not in the software.

Click the I button.
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Product related
warnings.

% match against
selected features
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Tip: Expand the Warning column to view the entire warning. Do this by placing your
cursor on the column divider, circled above, and dragging it to the right. You can
expand any column in this way.

1. Click the " S2et@i | button or click on individual loans you wish to rank.
2. Click the | _Ferard * | pytton.

Any displayed product can be excluded by highlighting it and clicking the

Exclude product | button. This will cause the system to do a new lender match
without the excluded product.
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These loans are ranked by total cost (principal, interest and fees) payable. The graph
will default to the full loan term but this can be changed. Clicking the H button or

W button will reduce or increase the graph term by five years. The 4 ¥ buttons
will reduce or increase the graph by 1 year increments.

You can lock the projection in place by ticking the Lock Projection box. Leaving the
box unticked will return the graph to the maximum term each time you return to it

after going to another screen.

The lines on the graph show the total amount paid over the designated number of
years.

Note: Changing the term on the graph does not change the initial loan term. It shows
the amount of the loan including costs and interest paid over the time specified.

By clicking the ™ jcon you are able to change the graph view to the following.
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Instead of displaying total payments this graph displays the expected loan balance at
the various points in time. The graph term can be advanced and contracted in the
same manner as shown above.

What if scenario

You can accommodate what if scenario requests (in the line graph above) for making
additional payments, lump sum payments or average offset balance. Set the
appropriate options as shown below in the Loan Preferences Screen.

Loan Term? IMaximum - I

hlake extra monthly payments of; it
Average offset account balance will be: $0
F0

Make a Lump sum payment of: - :
P R atYearIN.r.&. *I

Product features comparison
Click the | Far#ard * pyutton from either graph.
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Mr Phil Applesmith (3036264) Fopulate frem Form  — Ko ferma found — ~ . Fopulsts Show HLE Comments.

00 ZEESOM@ I Product Features Comparison + Back | |[Forward ¥ (5

[ Semct A1For Quetaton

L est B e ) icia [CoioniaL
ender BankWest 1 EIANCE ANZ ¥ ING % DIRECT ooz
Loan Details | | | |
Pacinge B Premum Sciect Home Lo & Orange Agvantoge B wav Package
S | Premmium Select fiome Losn [OftsetPus [Simplcty Pls. |Orange Advaniage Standard Varisble Loan
Loan &mt | 5351303 | 352,483 I 331,189 [ 830462 T
 Estimated LMI | 56303 | 57,488 | 55,189 1 55482 4590
Paymenis [ [ I [
Wonthvy Fayment | $2.325 | 2378 | 52,3 | 52329 52318
Aguatment A fer i WA A WA [
Adjusing Payment [ [ [ WA [
Fees
Appication Fee None None Mome: None None
Monihly Fee None None Hoee Hene [
Annual Foa Hone Hone Home HED 5350
Estimated Cosls | | ] ]
Short Term §139.586 5143854 5140182 §140971 $141 006
uedum Term | FFiEREE] | $286.555 I 5280378 | 5281 73 5381 852
Lang Tam | s837 220 | SAET 158 | s041 128 | 5044 73] SO4% 306
nkal Aot | 8.05% | T14% | T0% | 6.09% 5.50%
Intal Rate Far | i | [ | [ | WA [y
Subsenusnt Rats | ik | [T | [ | WA [y
Comparison Rale | | [ |
Features -
3 ¥ L ' v
Oftsel Account v v x v v
Spkt Loan Facity | = | v v v v
Package Facity = x x = ¥
RS AR v ¥ i L4 v
_ Ey Payout Pena | 3 [ [ I ) ) Mo
Offsst Acct Fee | Hone | None | Hose Nane Nane
SR ! deed | BROa - R i
elechion ! _BWE _NECF. ANZ NG CBA
Quolation Requined I x x * * x

Extt withoul saving

Usar Staried Tue 02 Aug 2011

Provide your customer with a quotation

On the bottom line, click on the red cross for all loans you wish to provide a quote for.
The cross will turn into a green tick.

Select Al For Quotation

Alternatively, click the | button to provide a quote for all

displayed lender products

Click the | Ferward » pbutton.
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Quote page
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Note: For best results print the quote to pdf prior to printing or emailing. You can do

L}

~
this by clicking on the Kzl icon.
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Amending a quote

Click the After Costs Zchedule | button.

B Alter Costs Schedule X
Loan Costs Edit
Cost Source

securities and Loans - $26,971

Purchaze Property Yalue $300,000.00

Total Loan value 27302900
Gowvernment fees and charges - $12,298

Residence 1 Req. fee on new morgage $95.10

Reszidence 1 Stamp Duty on Transfer of Land F11,370.00

Residence 1 Req. Fee on Transter of Land F533.00
Lender establichment fees - $3,504

Lenders Legal Fee F330.00

Settlement Fee Frs.00

"Waluation Fee Fro.on

Lenders Mortgage Insurance F3,023.00
Other Costs - $1,000

Conveyancing Costs $1,000.00
Fundz to complete - ($43,773)

First Home Buyers arant F14 00000

First Home Borus $3.000.00

[nitial funds reduired from wau F26 77310
Total F316,80210  F316802.10

Click on the cost you wish to alter (marked in blue) Alter Amount to
Delete this Cost |
Apply Updates |

1. You can add a new cost by clicking the 1 button
2. Costs can be deleted by clicking on the item to be deleted and then clicking the
Delets this Cost | 1 vton
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Emailing the quotation and other information to your client
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Printing your quotation and comparisons

All quotations and comparisons can be printed for your records by clicking on the
Print icon on each page.

M Phil App Esin
18 Stozemcn3 Rad, AVOCA T3 TAS, 335212 3485k, 03 5331 1 1100}, 0432 135 455045, p@bp.eom aufzmals

[ The ~ext acton date for s bead wl 5=
. [7] senc = copy to me Mz kel
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Create new client from loan scenario and prospect

Once you have established that the new prospect is going to become a client you
should create a new client record.

Click the icon. You will be asked to save the current record.
BEA Loan Match Profile
Contact Mame Hnowwn ss
IEh:uI:u F'ru:-speu:t| IEh:uI:u Prospect

Phane Mumber(z)

Diavytime: lDUDDDUDUDU Evening: I hokile; I

Email Address
Ial:uc@al:uc.cl:um.au

Contact Address
[200 Sith Strest

SuburbdTowen
I.ﬁ.EBE".".ﬁ.RD WIC 3737

Motes:

Save Cancel

Enter the details and Save.

You will then be presented with the screen below. Enter the appropriate additional

information and click Create new lead |
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Return to the main client list screen and exchange.

NCCP compliance

Forms

Several “Forms” have been included in FLeaTS to enable compliance with the NCCP
legislation which came into effect on July 1% 2010. These include the “Client Needs
Review and Preliminary Assessment”, “Credit Guide”, “Quote”, “Credit Guide and
Quote” and “Credit Proposal”.

In order to avoid duplication of effort the forms can be auto populated from all data
held in FLeaTsS client data, Loan Match Data and other forms. Additionally, all data
is automatically cross populated to NextGen’s ApplyOnline electronic lodgement
facility.

Client Needs review and Preliminary Assessment Form (CNR)

Completion of this form ensures that all the necessary data is captured to enable you
to make the Preliminary assessment as required by the act. Information contained
within the client’s record in FLeaTS and the Loan Matching software can be
transferred to the CNA avoiding duplication of entry.

Note: This form serves the dual purpose of capturing all information for lender
submission via NextGen’s ApplyOnline. All information within this form will
populate your lender application.

Please refer to Appendix A for details of your Responsible Lending Obligations — all
of which can be met through FLeaTS facilities.
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Accessing Forms
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Click here and select
required form.
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Note: The process for completing all forms is the same.

Electronic Lodgement
FLeaTS/NextGen “ApplyOnline” Basic Instructions

From Monday 19" November 2012 lender submissions via FLeaTS will be undertaken
directly from the newly created “Client Needs Review and Preliminary Assessment” (CNR).
This means that in almost all cases each piece of information only needs to be entered once
throughout the whole process of client set-up, loan comparison, NCCP documentation and
loan application.

Please note that this process does not apply to submissions to NFC via FLeaTS which will remain
unchanged at this stage.

There are a small number of mandatory areas that must be completed within the CNR to
enable the opening of the ApplyOnline (refer to list below). The data entered here will
automatically populate into ApplyOnline’s application form. While extra fields are non-
mandatory and can be completed in the ApplyOnline application we recommend that for
faster processing time you complete as much data as possible within the CNR prior to
opening ApplyOnline.

Remember, unless you have already completed an NCCP compliant CNR you will need to
complete FLeaTS CNR in full and have it signed by your client(s).
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Mandatory Fields

Client Names Address details Post Settlement Address
Phone numbers — at least 1 Employment details Income

Assets & Liabilities Security property details Loans Required
Settlement Date (if full Program — Full Doc/Low Doc

application)

Note: All the above information will automatically populate ApplyOnline — you do not need to re-enter.

Application process summary

1. Create lead within FLeaTS and exchange in the normal manner

Highlight lead for which you wish to submit an application

3. Click Submit. This will either open the data capture form which is the “Client Needs
Analysis & Preliminary Assessment” (CNR), if required fields have not been completed,
or take you directly to ApplyOnline if the CNR is completed to a valid state. You can also
open the CNR from Lead Forms and submit from there.

4. Complete all items highlighted with an * as a minimum. For purposes of speed we
recommend completing all appropriate information within this form, however, if you
have separately completed a compliant NCCP Needs Analysis you can enter the
minimum if you wish. Note: You can complete this form offline and transfer to
ApplyOnline whereas you must be online to access ApplyOnline.

5. Click Submit. If you have missed any required fields you receive a validation error. Click
on the error to go to the required field, correct the error(s) and click Submit again.
Note: When the CNR is in a valid state you will see a green tick at top right of screen.

6. The ApplyOnline screen will display with a number of tabs for each section of the

N

application. Missing information will be noted with a % both on the tab and beside the
field that contains the error. You can also click on “Validate” to show all errors or just
those on the selected page. Clicking on each validation error will take you to the field
concerned.

7. When errors have been completed on a page clicking the tab again will revalidate that

!l{

page. Some items are noted with a yellow “&

These are simply alerts that there may be an issue that you need to check. They are not
necessarily errors and the submission can still proceed. We recommend checking the
data in these fields prior to submitting to the lender.

8. When all missing information is completed and you’ve cleared the red X’'s print your
lender documentation, ID forms, checklists, online application pack etc. To do this,
simply click on Print.

9. Click Submit. Your loan application will be submitted te the lender and you will receive
messages back confirming receipt. You will also be able to see these in FLeaTS$ in client
history.

10. Status updates by lenders will also be automatically sent to FLeaTS and you will receive
SMS and email notifications. If you would rather only receive one type of notification
please email Broker Support at broker.support@firstfolio.com.au and they will make the
necessary changes for you.
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Note: You can save and exit the ApplyOnline application at any time. You can also access it
again from any computer that has FLeaTsS installed.

Accessing partially completed and previously submitted
applications

Once the ApplyOnline application has been opened FLeaTS moves it to the Submissions List.
You can open these applications either directly from the Submissions List or by highlighting
the lead concerned and click Submit.

Resubmitting applications to a new lender

This is done by cloning the original submission and nominating a new lender.

1. Open the original submission from the Submissions List

2. On the top menu of ApplyOnline click on “More” and then “Clone”

3. Complete the dialogue box that displays as to reason for cloning, general comments and
new lender.

4. Due to different lender requirements some fields will no longer be valid and will need to
be amended.

5. Once validated click on Submit to lodge the application.
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Completing an application using FLeaTS/ApplyOnline —

Pictorial Instructions

For the purposes of these instructions please assume that the client has already been set up

in FLeaTs.
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8. ApplyOnline opens with data populated
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Create a contacts database

FLeaTS provides you with database to maintain all your business contacts.

To set the database up, click the EZ=H jcon.
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Backing up your records

Whilst most data is replicated on the server and therefore backed up daily there are
some system generated files that reside on your own computer. To ensure that you do
not lose these in the event of loss or damage to your computer you should undertake a
regular back-up routine. The FLeaTS system will remind you of this at various log-on
intervals by presenting the following screen.

‘ Backup Reminder

The files that require backing up are listed on the reminder. Of course, it would be
prudent to take the opportunity to also back-up your other data at the same time.
Instructions for backing up can be obtained by clicking on the

| button.

Instructions Far creating a backup

Clicking on the ......B30p reminder noted | button will close the reminder window;
however, no back-up will have been performed.

V05082011 DH Page 74 © Firstfolio Limited



FLeaTS User Manual

Reporting a problem

If you think that the software is returning incorrect information you should report this

via the Bug button. This will generate an email to the Calculator Administrator.

These reports will be investigated as a priority and results of the investigation reported
back to you.
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Changes since publication

Nil at this time
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Appendix 1

National Credit Code — Responsible Lending
Disclosures

The responsible lending disclosure obligations start on the 2 October 2011. These are
obligations to provide certain documents to consumers so that they understand the credit
activities that you provide.

You must give these documents to ensure that consumers have access to information that
will help them make decisions about dealing with you, understand their rights if they do
engage your services and understand the contracts that are being offered to them.

Depending on what you do and how you do it, you may need to provide only three or all of
the following four documents.

The Finance Broker Contract has now been substituted by these disclosures and is no longer
required on any regulated loans

Credit guide

A credit guide provides preliminary information about you to a consumer. This document
would typically be provided to your customer prior to engaging in any Credit activity (eg
the fact find) and would probably be one of the first documents you provide to the
consumer.

Quote

A quote tells the consumer the estimated cost for using your services, if you charge the
consumer a fee. Before you provide credit assistance, you must give a quote to a consumer,
the consumer must have accepted the quote by signing and dating the quote and you must
give the consumer a copy of the accepted quote.

If you do not charge customers any fees for your service or “Clawback” any commission
then you do not need to provide a Quote

Proposal document

A proposal document sets out the costs to the consumer of using your services and it
discloses any commissions you may receive. You have to give a proposal document at the
same time you provide credit assistance to a consumer.

Client Needs Review or the “Written assessment”

This is a preliminary assessment that the proposed loan is ‘not unsuitable’ for the
consumer. The assessment is part of the Client Needs Review document that is downloaded
from Fleats.

You are required to give a free copy of the written assessment to the consumer if they ask
you for one within seven years.

Fleats

These documents will available in Fleats in two formats after the 30 September 2011 in
Template and PDF format. The PDF documents can be accessed via BLOOMSEARCH whilst
the templates can be obtained from the “Lead Form” icon in Fleats.

The Templates are largely pre populated but you must still verify that the details are
correct or completed.
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Australian Credit Licensee may choose to use their own Disclosure documents however
Firstfolio’s Credit Representative are required to use the Fleats Documents.

If you need to to clarify what your legal obligations are you should contact your advisor.
Any other enquiries can be referred to compliance@firstfolio.com.au

Steve Marcolin
Manager, Compliance & Risk
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